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INSTRUCTIONS: See Pubhcatlcm No. 76—BM—1 for instructions on cormpleting this form. Forward sagned orxgmal to -
. Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attention: Scheduling Section. &l oS o7 "Ql
FOR AGENCY (USE 1. Agency Address FOR RECORDS MANAGEMENT USE
- Appiication Date [ Georgia Bureau of Inves‘pigatxon Application Number
- 5/3/84 ' Personnel Office - 8 O I7 If
e = 1001 International Boulevard : =
' \pplication Number ‘ : Date Recaived Date Completed
| Atlanta, GA 30354 - ‘ua 9 8 1989
MAY 07 1984 |
2, Person to Contact R - " Working Title -~ Telephone Number _
| Gwin Hutcheson Personnel Manager - - - 761-8428 .

3. Actmn Flequested
a. KIxEstabusn Retention Schedule; record will continue to accumulate. Exception to common schedules #82-364 and
b. [J Dispose of present accumulation; no further accumulation anticipated. #82-365. ‘

_¢._ 0 Amend Application No. Check One: [0 Change; (1 Supercede; O Void

1. Dates of Series 5. Records Series Title- {followed by title used in off.rce if different)

Zarliest Latest Inactive ,
1980 | Present Personne! Permanent Record Files

3. Division and Office Function What is the function of the Division and the Office in which this record series is created? - --

These files accumulate in offices responsible for Personnel Administration, but may include
other offices charged with the responsibility for maintaining the official record copy of
personnel records received from branch, field, or other associated offices.

See also Attachments #1, #2, and #3.

‘. Record Series Description This file contains the following documents (mclude form numbers and titles, if any):
Attach samples of the file. i

Documents relating to: administering active Staté employees and to maintaining records

needed for documentation during their employment

Included are: copies of forms required or used by the State Merit System and Employees' Ret:rement
System, including: application for examination/employment; requests for certification certificates
of appointment; personnel actions, performance reports, training records; letters of recommenda-
tion or commendation; records of disciplinary actions, including letters of warning or caution;
communications interpreting matters of policy; a'ppllcations for Health-Insurance and Retirement
System membership and related enrollment data; earnings records and related withholding and deduc-
tions records; leave and leave computation records; fingerprints, Oaths of Office, Background in-
vestigation, auto wreck information and workers comp information; and similar documentation
appropriate for inclusion in an individual's active personnel folder.

i
*

File is arranged: » Alphabetically by name of employee.

)

i, Monthly Referenca Rats How often are records referred 1o which are:

One to six monthsold _10___ ____; Seven to twelve months old 10
twenty-five months and older _3-5_2 !

10

——

; Thirteen to twenty-four months old

. Annual Rats of Accumujation of Records o
Letter-size drawers 1. ; Legalsize drawers RN : Shelves

e ; Other {specify) —

1--80-71; Aev. 78 . {Over)




X ) - b. Does the series contain confidential information requ:’ring security handling? If yes, cite law or regulation,
X 11 e tsthisas vital regrd? - - b , . e “___ o
X_‘ 1 T d, Does this series have historical or Iong term research value? _ —_— e
X | e. When one or two documents in the file make it necessary to keep the entire file for a long period, couid these
_dqcumems.be‘sched.uled.sggarmly? e e e e e o o o e et e et oo
X1 _f._lsthe information contained in this series ever published? {f ves.attacheopv, .
X Is the information contained in this series ever analyzed and/or recorded in a summarized report?
- J ______ 4 ___“_meauaﬁ,_mnx.__*.____.._ﬂm____w e , e
X h. Is there a duplication of this series in your office, or in another office or agency? :
Al . fves.where2 Only partial duplication in Merit System ' L _ o
N X |1 is this series for a mafar portion of it) reqularly microfilmed? e e e
X J_i._Doesthe record series result in a comouter printout? .. — e
Retention Requirements The following requires the series to be kept: '
a. State Law . years, - - d. Audit period . SR -1 {3
b. Statute of limitation : : - years, . . - e. Administrative need e s e e, QAT
c. Federai law v —— Y RATS, f. Federal retention instructions . . __years

"y Headlbeﬂnee _(Signature) _..Date Records Manaiement Officer (Signature) el Daw o
paepl S Wt 7 ke Shlhy
%0 Sv7of . State Racords Comm'mee [Signature/} Date
ymmendations in para- — ) ' = i et - T
' are approved. State Auditor/Designee -
< “wioved, attach letter - - e —— e 1! W/ZT
‘anation,) Secretary of State/Designee ?’ 29/?7
87’@71‘{ Sgyernor/Desiance ' 3—. é? ﬁ -

Attach ury or excert of laws of regulations. Explain administrative need.  SEE ATTACHED MEMORANDUM
| ' ATTACHMENT #1

'

J— e — e s s

Apprond Duposmon Instructlons This agency recommends that the file series be cut off at the end of each:
~ & Caiendar Year; {3 Fiscal Year: O Other —— - - then,

J Hoid n the currant files area —_—.month(s) .__g,.n.- vear(s); then
" Transfer to local holding area; hoid -._...Year(s); then

M Transfer to State Records Center: hold _ Q_;._Hyear(s); then

W Destroy.

@& Transfer to State Archwes for permanent retention.

Il Qthar (Specify)

See Also ATTACHMENTS #2 and #3.

)
b

Thesa instructions apply to af) prior and future accumulations of the series.
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